
How to Register and

Submit a TBD Loan 
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Import

Loan File

New files can be imported manually, via 3.4 file upload, or by releasing

AUS findings to lender from Fannie Mae or Freddie Mac. 3.4 import is

the preferred method. To start process please select your import

method on the left side of screen below under Loan Registration.

https://portal.welovetpo.com/portal/#/login

https://portal.welovetpo.com/portal/#/login


When releasing AUS findings please 1  click import loan file and

then enter in your case file information.

st

**NOTE - please enter “TBD” as the street address, enter a city,

state zip. Please do not add any else to the street address

except TBD (for example do Not add numbers “12345 TBD”) 

Import

Loan File



Proceed to

Import Files

After importing your file you may see a list of exceptions. Simply

click proceed to continue the registration process and bypass

any exception issues you see. Screen shot below.



Complete

Import

Once the import process is complete, please make sure all information

is accurate and complete:

MLO Name, NMLS ID, Phone Number, & Email 

Please make the application date, the current date, and estimated

settlement date sometime in the future are entered in at registration.

Once you have a property identified, a new 1003 will be imported in

and will override the initial registration information.

Borrower Contact Details – confirm email and mobile phone number

for disclosure purposes



**NOTE - TBD address properly reflected in the system 

Complete

Import



Register 

Loan

Please add your Down payment Details.  Once you are satisfied with the

information please click the Register button at the bottom of the screen.

Once file is registered in system the loan number will appear showing

a successful registration! 

**NOTE - please do not Lock TBD loans, TBD files can only be locked

after a property has been identified and an address has been

entered into the system.



Loan

Summary

Please review file under Loan Summary on left side of screen to

confirm all information.

Loan Details

Short Application

Status History

Alerts & Notification Management

Contacts- make sure to enter the Loan Officer and processor

as file contacts. This is where you will note parties to receive

automated email updates



Run AUS 

and Upload

Documents

Once the file is Registered as a TBD, proceed to run AUS (if needed)

and upload your documents from the loan processing tab 



Submit 

Loan

**Note - On a TBD file disclosures

will not be issued until a property

has been identified and imported

into system

To submit TBD to underwriting

Left hand tool bar > Loan

Submission 

Check the Setup radio button

and then click Submit loan at

the bottom of the page. This will

send file to loan set up team to

review for completeness before

going to UW.

** NOTE on a TBD loan you do not

need to fill in application date or

intent to proceed dates to submit

your file into loan set up 


